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INSTRUCTIONS: See Publication Mo. 76-RM-! for instructions on completing this form. Forward signed briginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

~ - .. 
,pplication Date 

,pplication Number 

~~ ~ - 

I. Person to Contact 

1. Agency Address 

Offibe of Secretary of State I 

Georgia Real Estate Commission 
4 0  Pryor St. 
Atlanta, Georgia 

__ - ~~~ 

~ ~ ~~ ~- ~- 
~~ - ~ ~~ -~ ~~ ~. 

Working Title 

FOR RECORDS MANAGEMENT USE 
~ 

Amlication Number 

81-86-pI 
Date Received Date Completed 

_ _ _ ~  - Linda ~~ ~ ~ ~ _ _  Luke 
I. Action Requested 

Supervisor - . ~~~ 6 ~~ 5 6 - 3~916- -- , ~ L -  

a. 
b. 

0 Establish Retention Schedule; r cord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

~.. -~ . -- -~ Check One: Zl Change; . -0-Supercede; 0 Void ~. 
1. Dates of Series 
iarliest 

5. Records Series'title (followed by title used in office; if different) 
Latest 

- 

- 1973 ___I_ 

i. Division and Office Function What is  the function of the Division and the Office in which this record series i s  created? 

The REal Estate Commission regulates the issuance and reissuance of licenc 
'to real estate brokers, associate brokers, and salesmen, additionally 
establishing rules and regulations relating to the professional conduct of 
the real estate profession in Georgia. Tt accepts complaints, reviews mis- 
conduct, investigates alleged violations O P  STate law or Commission regulat 
ions, and takes disciplinary actfon agafnst a varfety of fmproper procedurc 
or unfair trade practices. In addition to reporting vrolations to the Attoi 
General for action to enjoin such prectfces, the Commission, after proper 
hearing, may censure a licensee, or suspend, revoke, or refuse to renew 
a license to practice. 

~ - -- _ _ _ _ _  = - 
I. Record Series Description This file contains the following documents (include form numbenand titles, if any): 

Attach samples of the file. 
Documents relating to: pr e - 1 i c en s i ng and PO s t - 1 i c e n s i ng of t n s t i tu t i on s e s t abl i shed 

for preparation of individuals For Real Estate examinations 
and licensure. 

Included are: 
Original applications for approval; correspondence relative to 
operations of the institute;. renewal requests through Dec. 31, 19' 

Fileisarranged: Alphabetically by name of instftute. 
c- 

t< I ' _ I  ~. 
~- ~ -~ __ ~- -. ~ ~ . .  ~ ~ - -  ~ 

t i . .  - ~ 

How often are records referred to which are: 

-, 
3 

I. Monthly Reference Rate 

One to six months old 

). Annual Rate of Accumulation of Records 

Lettei-sEt 'drawers 

-, . Seven to twelve months old --; Thirteen to twentyLfour months old 6 

- 
twenty-five .months and older _:--_. ?' - ~ -  

% - - *  - 3 . = .5 ; L e g h i z e  drawers ' 7 ; Shelves ; Other (spkify) 
&:> . * 

~~~~ ~ -- 
R-50-71: Rev. 76 (Over) 

. ,  . - ,  . . ,  . . ~ . - 
.~ .i.._ , . .  



~- 

~- ~~ & (Place an "X" in the proper column) 
copy of the series? 

. ~ 

1 . -~ If not. wherekit? .~ - ~~ 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. I 
Y 

e. When one or two documents in the f i le make it necessary to,keep the entire f i le for a long period, could these 
- . documents be scheduled separatelv? 

n contained in this series ever oublished? If yes. ~- attachmpy. ~- 

co'ntained in this series ever analyzed and/or recorded in a summarized report? 
- . .- __- 

in your office, or in another office or agency? 
-~ ~ 

X 

rhmiarpartion of ir,Lmcu~larlv m i c r M ? - _ - _ - .  
. .  ___-- orintout? - 

11. Retention Requirements +tThe following requires the series to be kept: 

a. State Law - .-years. d. Audit period . __years. 
~~ b. Statute of limitation ~ - .' years. ~~~~ - e. Administrative need .-. - ~~~ L y e a r s .  

c. Federal law -years. f. Federal retention instructions - ~~ - years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
S e r i e s  d o c u m e n t s '  t h e  c r e a t i o n  of i n s t l t u t e s  whose paimary p u r p o s e  i s  t h  

~ 

P r e p a r e  i n d ~ i . v i d u a l s  f o r  l i c e n s u r e .  ~~ 

. .  . .  

. .  - . -~ - _ _ _ _ _  __ .- , ___~-- - - ~ .. ~~ 

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; €I Fiscal Year; mother  ~ 

~ ~ ,~ then, 
. .  ~ .~ ~~ ~ ~. . . .  .. ~ 

0 Hold in the current.files area - ~ ~ -month(s) 
0 Transfer to local holding area; hold 

year(s); then 
~-year(s); then . 

[B Transfer to State Remrds Center; hold ~ 26 ' year(s); then . .  

~ ' > - .  , 

. .  
.. -~ . 

i3 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

These instructions apply to a l l  prior and future accumt 

lecommendations in para- 
lraph 12 are approved. 
If disapproved. attach letter 
if explanation.) 

" State Records Committee (Signaturn) 
I J- 

State Auditor/Designee 

Attorney GeneraVDesignee 
- -  

(Reveim Side) 4 



L .  

APPLICATION FOR RECORDS RETENTION + 
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HlSTORl 
RECORDS MANAGEMENT dlVlSlON 

INSTRUCTIONS: See Publication No. 76-EM-! for instructions on completing this form. Forward,signed:orig/nal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

FOR AGENCY USE 1. Agency Address 
Office of Secretary of 'State 
Georgia Real Estate Commission 
40 Pryor St. 
Atlanta, GA. 

I 
~~ ________. . 

C Person to Contact Working Title 
Linda Luke Supervisor 

FOR RECORDS MANAGEMENT USE _ _  
Application Number 

Date Received Date Completed 

656-3916 
I _ _  -- - ~~ -~ 

1. Action Requested 
a. 
b. 

0 Establish Retention Schedu1e;')ecord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

_ _ _ _ _ _  c. =Amend Applicatjon N q , u - C h e c k e : m C h a n g e ;  O_S_upercede; 0 Void 
1. Dates of Series 
Iarliest Latest 

5. Records Series Title (followed by title used in office; if different) I - REAL ESTATE SCHOOLS LICENSING FILES -- - _  . - I - 1973 
i. Division and Office Function What is  the function of the Division and the Office in which this record series i s  created? 

The Real Estate Commission regulates the issuance and reissuance of lEcense 
to real estate brokers, associate brokers, and salesmen, additionally 
establishing rules and regulations relating to the pzofessional conduct of 
the real estate profession in Georgia. It accepts complaints, reviewmis- 
conduct, investigates alleged violations OP State law or Commission regulat 
ions, and takes disciplinary action against a uariety of improper procgdure 
or unfair trade practices. In addition to reporting violations to the 
Attorney General for action to enjoin such practices, the Commission, after 
proper hearing, may censure a licensee, or suspend, revoke, or refuse to 
renew a license to practice. 

Record Series Description 

DOcuments relating to: pr e -1 i cen s ing and Post -1 ic en s ing of institutions e s tab1 i s heb 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

for preparation of individuals for Real Estate examinations 
and licensure. 

Included are: 
Original applications for approval; correspondence relative to 
operations of the institute; renewal requests through Dec. 31, 197 

Fileisarranged: Alphabetically by name of institute. 
. ,  I . .  

B. Monthly Reference Rate How oftenare records referred to which are: 

9ne to six months old - G-; Seven to twelve months old -6; Thirteen to twenty-four months old 

twenty-five months and older ? 

- I  

3. Annual Rate of Accumulation of Records 
Letter-size drawers * ; Legal-size drawers ;Shelves - ; Other (specify) 



-- 
~ 
'ES- NO 

X 

x. 
x 

x 
X 

X - 
X 

X 
X 

12. Approved Disposition Instructions This agency recommends that the file series be cut o c a t  the end of each:- 
0 Calendar Year; 0 Fiscal Year; GJ Other b i e n n i a _ I . J !  then, 

0 Hold in the current files area - _~-month(s) 
0 Transfer to local holding area; hold 
fi Transfer to State Records Center: hold 26 year(s); then 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

. year(s); then 
year(s); then 

Destroy. 

. ,  - ~- - ~~ . -  ' ------ -. ~~ -~ --. . - 
, -: " .a. 10. Questionnaire ~ (Place aC"X" in the proper column_)__ ~- ~~ 

a. I s  this the official copy of the series? 

b. Does the series contain co fldential information requiring security handling? If yes, cite law or regulation. ~ 

c. Is this a vital record? 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
documents be scheduled separately? - - ~. _ _  

f. Is the information w n t a i n e d i n ~ s  series ever published? If yes. attach copy; __ --I_._. 
g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 

i. 
i .  00 es therecord serierr_esult in axomou ter win tout?^^^^-_ - - .- ~ 

~ -. 
I/ 

&not. where is it? 

3 

d. Does this series have historical or long term research value? ~ ~ ~~ ~~ 

~. ________ - -~ 
~ r-7~: 

I ,  
! 

~~~~ +-.- ~ ~ .~ _ _ _ ~  .~ . A~ 

d~ 

If v e t  attach coDy.Surnrna2 i zed  . i n B o x d  rp_t .- . ' ~~~ 

--_.-Jfyez, where? ~~ . .. ~ ~ ~ ________ 
Is this series lor a ma.oIportioiofifL ieylarlv mjcrofilmed? ~~~~ ~ 

These instructions apply to a l l  prior and future accumulations of the series. 

Attorney GeneraVDesignee 

3emmmendations in para- 
lraph 12 are approved. 
' I f  disapproved, attach letter 
,f explanation.) 



. $  - -  I .  I ,  

.---- 

F THE SECRETARY OF STATE 
NT OF ARCHIVES AND HISTORI APPLICATION FOR RECORDS RETENTION SCHEDULE 

RECORDS MANAGEMENT DIVISION 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed brigiAal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I , 

O f f i c e  o f  S e c r e t a r y  o f  S t a t e  
R e a l  E s t a t e  Commiss ion  

A t l a n t a ,  G e o r g i a  
kpplication Number 4 0  P r y o r  S t r e e t  

!. Person to Contact 
L i n d a  Luke 

Working Title 

FOR RECORDS MANAGEMENT USE 
I ._ - - 

Application Number 

Date Received Date Completed 

j A N  3 0  1981 I FEE 11 1981 
Telephone Number 

~~~ 

656-3916 ___ - ~ ~ _ _  _ _  - _ _  - ____-~ - 
I. Action Requested 

a. 
b. 

Establish Retention Schedule; ;!cord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

c. 0 Amend Application No. -- Check One: 0 Change; 0 Supercede; 0 Void .____ 
5. Records Series Title- (followed by title used in office: if different) 

REAL E S T A T E  S C H O O L S  L I C E N S I N G  F I L E S  
I I - - __ - __ __ - - 

1. Dates of Series 
.arliest Latest 

L973 
i. Division and Office Function What is  the function of the Division and the Office in which this record series i s  created? 

I P r e s e n t  

The i n d i v i d u a l  e x a m i n i n g  a n d  l i c e n s i n g  B o a r d s  e s t a b l i s h  p o l i c y  g o v e r n i n g  
t h e  r e q u i r e m e n t s  f o r  l i c e n s i n g  w h e r e  p o l i c y  i s  n o t  c o n t a i n e d  i n  l a w .  They 
c o l l e c t  f e e s  f r o m  a p p l i c a n t s  f o r  l i c e n s e s  a n d  f o r  e x a m i n a t i o n s  a n d  c o n d u c t  
e x a m i n a t i o n s .  They d e t e r m i n e  w h e t h e r  a p p l i c a n t s  h a v e  i n  f a c t  m e t L - e d u c a t i o n a l  
O r  o n - t h e - j o b  t E a i n i n g  r e q u i r e m g n t s .  The B o a r d s  i s s u e  a n d  r e v o k e  l i c e n s e s  a n  
m a i n t a i n  r e c o r d s  t o  c e r t i f y  t h a t  l i c e n s e e s  a r e  i n  f a c t  p r o p e r l y  l i c e n s e d .  
The B o a r d s  e n f o r c e  a p r o f e s s i o n a l  c o d e  o f  e t h i c s  by  r e c e i v i n g  c o m p l a i n t s ,  
p e r f o r m i n g  i n v e s t i g a t i o n s  a n d  p r e s e n t i n g  e v i d e n c e  t o  s u p p o r t  o r  r e f u t e  a l l e g  
a t i o n s  a g a i n s t  a l i c e n s e e .  

-- 
1. Record Series Description This file contains the following documents (include form numbersand tides, if any): 

Attach samples of the file. 
Documents relating to: p r e -  1 i c  e n s  i n g  a n d  P o  s C.- 1 i c e n  s i n g  o f i n s t i t u t i o n s  e s t a  b l  i sh- 

e d  f o r  p r e p a r a t i o n s o f  i n d i v i d u a l s  f o r  R e a l  E s t a t e  e x a m i n a t i o  
a n d  l i c e n s u r e .  

Included are: 
O r i g i n a l  a p p l i c a t i o n s  f o r  a p p r o v a l ;  c o r r e s p o n d e n c e  r e l a t i v e  t o  
o p e r a t i o n s  o f  t h e  i n s t i t u t e ;  r e n e w a l  r e q u e s t s  through December 31,1975 

Fileisarranged: A l p h a b e t . i c a l l y  b y  name o f  i n s t i t u t e .  

-~ I . ' . ,  
- . . ,  - 

-. ~ 

3. Monthly Reference Rate How often are records referred to which are: 

9ne to six months old F,; Seven to twelve months old 7--; Thirteen to twenty-four months old -; 

8. Annual Rate of Accumulation of Records 
Letter-size drawers --; . 5  Legal-size drawers ;Shelves -; Other (spkify) 

_. ~. . 
twenty-five months and older - ~ - .  I 

~ 

R-50-71; REV. 76 (Over) 
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~ .- 

a. 
I .  

~ '. ? 

% $  + 

- . I  . .  -_ A* .~ -+~ - ~ ~ ~ 

I - _____ ~~ 

a. Is this the official copy of the series? 
~ _ _  I___I ~~~ ~ ~~ 

L 
security handling? If yes, cite law or regulation., 

I ,  x c. I s  this a vital record? I~ - 
3. 

- x 

X documents be scheduled separatelv? -~ ~ ~ 

X 

d. Does this series have historical or lorlg term r-esearch value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

f. Is the informationcontained in th~iLserieese_vve_r_eub!ished? If Yes. attach CODY. 

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 

~- 

: . 
If ves,attachcow. will be summarized in Board reporting. 

~ X If v e s & x e _ r e l -  - ~ - 

x i. Is t h ~ ~ r ~ ~ . Q ~ P Q f ~ i Q ~ Q f ~ f )  regularly microfilmed? - ~~ ~ ~~ 

_X --j.-~Roeflhe rmr&.erierretult in a c o m u t  er printout? ~~ _ _  __ ~ . ~ 

These instructions apply to a l l  prior and future accumulations of the series. 

Date 

ecords Committee (Signature) Date _ _  - __ 
lecommendations in para- 
iraph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

3-50-71, Rev. 76 


